If an employee works through designated meal period, a manager
must cancel the automatic meal deduction.

NOTE: Manager is approving the employee to work through lunch
break in each scenario below. Scenarios include:

1. Works less than 8 hours but more than 6 Hours

2. Works less than 6 Hours

3. Works 8.5 or more hours

NOTE: Automatic meal deduction applies after 6 Hours Worked
* Retail — 30 minutes
« Warehouse — 40 minutes

Process:

* Right Click the Punch Out Cell > Edit Punch > Cancel Deduction

« Select
_85R DLC 30 Deduct After 6 hrs for Retail
_85W DLC 30 Deduct After 6 hrs for Warehouse

 Click OK.

By processing the cancellation of the automatic meal deduction, the
Manager or Supervisor is adding time worked to the employee
timecard.
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1. Works less than 8 hours but more than 6 Hours

[TIMECARD

Name & 1D [MONTOUT, AGUSTN M | (20489
Last Saved: 9:26AM

Time Period 117252018 - 12/08/2013, Range of Dates v ] RCL Punch Out

BTN | Actions v Punch ¥ Amount ¥ Accruals v C v Approvals ¥ O ¥ Reports ¥ Add Comment

[ Date | PayCode | Amount | | Transfer | Out | W | Transfer | Out | Shift | Dajly 4 b Cumdléti I W Edt Punch
X)| &) sun 11725 v v viﬂ,“-rf‘"" i
o | sabd -
(X)|@®)| Mon 11726 | AnnualLeave |20 PLLL ' v
)| @) Mon 11128 v 8:00AM v 55 75 75
()| &) Tue 11727 v 8:00AM 2:30PM v | 4:30PM 80 80 155
X)| &) wed 11728 v 8:00AM v 1200 | 12:30PM v &30P |80 80 25 .
(X)| &) mu 118 v 8:00AM v 120000 | 12:30PM v 430PM 80 80 35 1) Edit Punch X
X) & Fritio v 8:00AM v | 1200PM | 12:30PM v 430PM |80 80 395
X)| @] sat 12201 v v v 395 Date [1172672018

+.
)| @) sun 1202 v i by 38 Time (hh:mm) 20001
]| @] Mon 12103 v 8.00AM v | 120004 | 12:30P v 4304 |80 80 415
)| @) Tue 12104 v 8:00AM v | 1200P | 12:30PM v 4300 |80 80 555 Rounded Time |11/26/2018 2:00PM GHT-05:00
(X)| @] wed 12105 v 8:00AM v | 12:00PM | 12:30PM v 430PM |80 80 635 Time Zone (GMT -05:00) Eastern Time (USA: Canada) v
X)| @ ™ 1206 v 8.00AM v | 1200P4 | 12:30P v|430m 80 80 s )
X)| @) Frir2n07 v 8:00AM v | 12000 | 12:30PM v|4wmm (80 |80 795 Jreride  OUR Puaich i
X

()| sat 12108 v v v 795 Cancel Deduction I _85RDLC 30 Deduct After6hrs v I

TOTALS & SCHEDULE | ACCRUALS | AUDITS

- Exception Early Out
. Date | StartTime | EndTime | Pay Code | Amount
Al ha Sun 11725 Comments |Punch has no comment
) Account /4 Pay Code [ Arount | Wages | Von1125 |800MN | 430P v
| DLC 85-1990/DLC 85-1911-/---/5072/- | | TotalHrs Towards Schedule | 795 | 1,604.31 Tue 11727 | 8:00AM | 4:30PM E@ eip
DLC 85-1990/DLC 85-191-1-/-/45072/- | | Annual Leave 20 403% Wed 11728 | B:00AM | 430PH |
DLC 85-1990/DLC 851911115072/~ | | Reqular 775 156395 Thu11/29 | 8:00AM | 4:30PM
*TIMECARD

Name & ID MONTOUT, AGUSTIN M | |20489
Last Calculated: 9:42AM

Time Period | 11/25/2018 - 12/08/2018, Range of Dates v |

| Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Overtime ¥ Reports ¥

il 3 Date | Pay Code ,7 Amount 7_ In | Transfer | Out | In | Transfer |  Out _7 Shift | Daily | éumulativej
X) &) sun112s -~ 5 =
|| &) Mon 117268 AnnualLeave ~ 20 - [Cancel Deduction]| ~
X} &) Mon 11726 - 8:00AM ~ [2:00PM - 6.0 8.0 8.0
| X)) &) Tue 11727 -~ 8:00AM ~ | 12:00PM 12:30PM v  4:30PM 8.0 8.0 16.0
|(X)| &) wed 11728 - 8:00AM ~ | 12:00PM 12:30PM ~ | 4:30PM 8.0 8.0 240
| X} &) Thu 11729 - 8:00AM ~ | 12:00PM 12:30PM v | 4:30PM 8.0 8.0 32.0
|| &) Fri1130 ~ 8:00AM v 12:00PM 12:30PM v  4:30PM 8.0 80 40.0
|(X)| &) sat 12/01 - - - 40.0
X) | @&)| sun 1202 - = & 400
({(X)| &) Mon 12/03 - 8:00AM v | 12:00P1 12:30PM v | 4:30PM 8.0 8.0 48.0
X | &) Tue 12704 -~ 8:00AM ~ | 12:00PM 12:30PM ~ | 4:30PM 8.0 8.0 56.0
|X)| &) wed 12105 -~ 8:00AM ~ | 12:00PM 12:30PM v  4:30PM 8.0 8.0 64.0
(X)) &) Thu 12/06 - 8:00AM ~ | 12:00PM 12:30PM ~ | 4:30PM 8.0 8.0 720
|(X)| &} Fri1207 - 8:00AM ~ | 12:00PM 12:30PM v  4:30PM 8.0 8.0 80.0
|X)| &) sat 12/08 - - - 80.0
I TOTALS & SCHEDULE [ AC;U;LS AUDI;S ]
| : Date | StartTime | End Time | Pay Code | Amount
All 5% Sun 11225 | [ = [ i
" Reroont P ‘ T Pay Code Rl Wages A Mon 11/26 | 8:00AM 4:30PM
DLC 85-1990/DLC 85-1911-//-//5072/- | | TotalHrs Towards Schedule | 80.0 | 161440 | 1ue11/27 | 8:00AM | 4:30PM
DLC 85-1990/DLC 85-1911-/-/-/-/5072/- Annual Leave 20 4035 Wed 1120 | GONAM: [4:-30PM
DLC 85-1990/DLC 85-1911-/-/-/-/5072/- Regular 78.0 1,574.04 ToU A2, [[SO0AMT | 43000
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2. Works less than 6 Hours

NOTE: Automatic meal deduction applies after 6 Hours Worked —
there is no meal deduction to cancel in this scenario.

TIMECARD

Last Saved: 10:44AM

Name & 1D  |MANGUIRHLOUNGBO...| [16933
Time Period [ 11/25/2018 - 12/08/2018, Range of Dates ¥ |

Actions * Punch * Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Overtime ¥ Reports ¥

Date Pay Code Amount In Transfer Qut In Transfer Qut Shift Daily Cumulative

X) | &]| sun 11125 v - v

(x| (Z]| Mon 11726 Annual Leave v 25 v v

(3| &) Mon 11728 - :00AM - - 55 80 80
)| &) Tue 1127 - 8:00AN ~ 1200PM | 12:30PM v|430M |80 8.0 160
(X)| &)| wed 11728 v 8:00AM w | 12:00PW | 12:30PM v |430PM |80 80 240
()| &) | ™hu 11729 v 8:00AM w | 1Z00PM | 12:30PM v|430PM |80 80 320
()| &)| Frit130 v 8:00aM w | 1200PM | 12:30PM v |4&30PM |80 80 40.0
()| &)| sat 12101 - - - 400
(]| &)| sun 12/02 v v v 40.0
(%)| &)| Mon 12103 v 8:00AM w | 1Z00PM | 12:30PM v|430PH |80 8.0 480
3| &) Tue 12704 v 8:00AM v | 12:00PM | 12:30PM v 430PM 80 8.0 56.0
X | &)| wed 12105 v 8:00AM + | 1200PM | 12:30PM v 430 |80 8.0 640
| @] Thu 12108 v 8:00AM v | 12:00PM | 12:30PM v 430PM 80 8.0 720
() |&)| Frit1207 v 8:00AM ~ | 1200PM | 12:30PM v 430M0 80 8.0 80.0
(X) | &) Set 12108 v v v 80.0

| TOTALS & SCHEDULE | ACCRUALS | AUDITS

Date Start Time End Time Pay Code Amount
pall M Sun 11/28
’ Account 4 ‘ Pay Code Amount Wages | Men 11726 B:00AM 4:30PM
DLC 85-1990/DLC 85-1911-4-/--/5072/- | | Total Hrs Towards Schedule | 8.0 1729 Tue 11227 B:00AH 4:30PM
DLC 85-1990/DLC 85-1911-L11-/50721- Annual Leave 25 54.05 Wed 1128 8:004m 4:30PM
DLC 85-1990/DLC 85-1911-/=/-/-/50T2/- Regular 55 118.91 Thu 11/29 8:00AN 4:30PM

= = e = e e
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3. Works 8.5 or more hours

*TIMECARD . o
Lt e S5 Name & ID |[BEZANTAKOS, GEOR... 11398
ast Calculated: ¥ b -
Time Period |H;252018- 120872018, Range of Dates » RCL Pun‘:h om
Al

@ Actions ¥ Punch ¥ Amount ™ Accruals ¥ Comment ™ Approvals ¥ Overtime ¥ Reports ¥ dd Comment..

> T H 'Y Edit Punch

Date Pay Code Amount n Transfer Out h Transfer Out Shift Daly? * ' " Cumulative

)| &) sun 1128 - - |v' .
)| @) on 11126 v S00AN r‘ v 80 |80 a0
Tue 11727 - 8004M » 1200 | 1230PM v &30P 80 80 160 v
()| &) | wed 11728 N 800 w| 12000 | 1230PU v &30P 80 80 240 | & Edit Punch X
X]| & h 11728 v 004N v 1200 1230PM v &30P |80 80 320
)| @) Fritim0 - 800aM | 120000 | 1230PM v &30P 80 80 400 Date 111262018

4§ .
) @) setrom v v M "0 Time (hhimm)  £308l
X)| &) 5un 12002 v v v 00 s
)| &) Mon 1203 - B00AN » 1200 | 1230PM v P ED 80 80 Rounded Time | 11/26/2018 4 30PH GUT-05.00
@ @ Tue 12104 v S.00AM v 1200PM | 12300 w4300 80 80 %0 Time Zone (GHT -05:00) Eastern Time (USA: Canada) vl
]| @) wed 12208 v 8004M v 120000 | 1230PM v &30P 80 80 £40 }
(]| @) hu 12108 v G00AM v 1200 1230P v &30P |80 80 720 Override Out Punch v
)| @) Frinzer N 808N w1200 | 1230PM v &30P (80 80 800 cancel Deduction | BROLE 30 Decu AferGnrs v
(X]| (&) | Sat 12108 v v v 30.0
TOTALS & SCHEDULE . ACCRUALS AUDITS Exception Punch has no gmmbr{

. Dale Stari Time | EndTme | Pay Code | Amount T T e
Al @ Sun 11725
' e I ‘ Pay Code Rt Wages Mon 11726 S00AM | 4:30PH e
. X ance {2
DLC 35-1900DLC 85-181144/5072- | | TotalHrs Towards Schedule | 800 | 242640 Tee 27 | BODAM | 430 —- — -
DLC 65-1990DLC 85-19111-5072 | | Reguiar B0 21540 Wedtizs  &O0AM | 4307

TIMECARD

Name & ID .BEZANTAKDS. GEOR... .11396
Last Saved: 10:28AM

Time Period | 11/252018 - 12/08/2018, Range of Dates + |

@ Actions * Punch * Amount * Accruals ¥ Comment * Approvals ¥ Owvertime ¥ Reports ~
Date Pay Code Amount In Transfer Out In Transfer Out Shift Daity Cumulative
)| (& | sun 11725 - - m -
3| @ | mon 11728 - 8:004M - [2:30Pm - 85 85 &8s
<) | Z) | Tue 11027 - 8:004M ~  12:00PM 12:30PM - | 430PM &0 8.0 165
3| (Z) | wed 11728 - 8:004M ~ | 12:00PM 12:30PM - | 4:30PM 8.0 8.0 245
)| &) | Thu 1129 - 8:00.41 - | 12:00PM 12:20PM - | 4:30PM 8.0 8.0 32.5
)| @ | Fri1130 - 8:004M | 12:00PM 12:30PM - | 4:30PM 8.0 8.0 405
)| (X sat12/01 - - - 405
)| & | sun 1202 - - - 40.5
3| @ | mon 12/03 - B:004M -~ 12:00PM 12:30PM - | 4:30PM 8.0 8.0 485
)| (&) | Tue 12104 - S:00AM ~ | 12:00PM 12:30PM ~ | 4:30PM 8.0 8.0 555
X&) wed 12105 - S:00AH ~ | 12:00PM 12-30PM - | 4:30PM 8.0 8.0 545
| @ Thu 12008 - B:004M ~ | 12:00PM 12:30PM ~ | 4:30PM 8.0 8.0 725
)| @ | Fri12mo7 = 8:00AM -~ | 12:00PM 12:30PM - | 4:30PM 8.0 8.0 805
(%] | Z)| sat 12108 - - - 80.5
TOTALS & SCHEDULE [ ACCRUALS AUDITS -|
3 Date Start Time | End Time Pay Code Amount
All id Sun 11725
Account s |4 Pay Code Amount Wages Mon 11728 S:00AM | 4:30PM

DLC 85-1990/DLC 85-1911-/-/-/l-/5072)- | Total Hrs Towards Schedule | 80.0 2,126.40 Tue 11727 S:00AM | 4:30PM

DLC 85-1990/DLC 85-1911-//-/-/5072- | | OT at 1.5 - Overtime 0.5 19.94 Wed 11728 | 8:004M | 4:30PM

DLC 85-1990/DLC 85-1911-/-~/~/S072/- | | Reguiar 0.0 2,126.40 Thu 11728 B:00AM | 4:30PM
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